
STAPLEFORD PARISH COUNCIL 
Stapleford Parish Council has a vacancy for a part-time Clerk/Responsible Financial 
Officer.  

Stapleford is a thriving village, with a population of approximately 2000, situated 
approximately 5 miles south of the City of Cambridge. This is an exciting time for 
Stapleford as it develops and cements its relationships with the adjacent village of 
Great Shelford through the Neighbourhood Plan.  The Council has recently 
increased its number of Councillors and the Council has significant funds, which it 
intends to use for the benefit of its community.  

Initially, hours will be 16 per week.  However, as the village grows and current draft 
projects develop, the hours may increase.  The successful candidate will be 
expected to work some hours each week at Cox’s Close office and the remainder at 
home.  

The Council is seeking an enthusiastic individual who will continue to take the 
Council forward as an ambitious community-focused body.  The ideal candidate will 
be computer literate with good communication skills and will take responsibility for 
the administration of the business and finances of the Council. Candidates must be 
willing to undertake professional training and either hold already or be willing to work 
towards the Certificate in Local Council Administration (CiLCA). 

The salary will be pro rata £24,799-31,371 (LC2 19-28) based on qualifications and 
experience.  

A broad breakdown of tasks and responsibilities is:  

The role will include finance, preparing agendas, health and safety, risk 
assessments, cemetery management, project work, staff management and liaising 
with Cambridgeshire County Council and South Cambridgeshire District Council and 
the general public.   

The role requires the ability to use email and social media as key tools of 
communication.  The ideal candidates will also be able to demonstrate excellent 
administrative and communication skills as well as being able to plan and manage 
the workload in order of priority using their own initiative to meet deadlines. They will 
need to be proactive and motivated and able to demonstrate an ability to work 
constructively and accurately with a wide variety of stakeholders.  

If you are interested in this position please contact the Clerk, details shown below, 
for an application pack. The closing date for applications is 12 noon on Friday 03 
May 2019.   
 
Anne Rudge 
Clerk to the Council and Responsible Financial Officer 
Tel: 07840 668048 
E-mail: staplefordparishclerk@gmail.com  


